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Introduction

The Office of Public Instruction (OPI) opens the Annual Data Collection (ADC) every fall in order to collect
and report a variety of non-fiscal data used in School Accreditation and State and Federal Reporting. The
bulk of the data is concerned with staffing and course information. The collection is due to the OPI by the
first week in November. The Office of Public Instruction provides notice of final accreditation status to
School Boards annually in March.

Policies guiding school accreditation and other data collected in the ADC should be carefully reviewed. A
cross-section of such policies includes:

Montana School Accreditation Standards and Procedures Manual:
http://www.opi.mt.gov/Programs/SchoolPrograms/Accreditation/index.html

Highly Qualified Teachers:
http://www.opi.mt.gov/Programs/Federal/index.html?gpm=1 5

Title | Instructional Paraprofessionals:
http://opi.mt.gov/Programs/CSPD/index.htm|?gpm=1 7

Montana Code Annotated (MCA):

10.16.3136 Special Education Professional Staff Qualifications
http://www.mtrules.org/gateway/RuleNo.asp?RN=10%2E16%2E3136

10.67.102 Reporting and Accreditation Requirements
http://www.mtrules.org/gateway/RuleNo.asp?RN=10%2E67%2E102

10.67.103 Notice and Opportunity for Hearing Upon Determination that District has Failed to Submit
Reports or Budgets http://www.mtrules.org/gateway/ruleno.asp?RN=10%2E67%2E103

20-1-301. School fiscal year: http://data.opi.mt.gov/bills/mca/20/1/20-1-301.htm

20-1-501 Indian Education: 20-1-501: http://data.opi.mt.gov/bills/mca/20/1/20-1-501.htm
20-4-202. Teacher and specialist certification registration: http://data.opi.mt.gov/bills/mca/20/4/20-4-
202.htm

20-6-622. Review and approval of school building plans and specifications:
http://data.opi.mt.gov/bills/mca/20/6/20-6-622.htm

20-7-1201. Montana virtual academy -- purposes — governance:
http://data.opi.mt.gov/bills/mca/20/7/20-7-1201.htm

20-9-327. Quality educator payment: http://data.opi.mt.gov/bills/mca/20/9/20-9-327.htm

20-9-344 Duties of board of public education for distribution of BASE aid.
http://data.opi.mt.gov/bills/mca/20/9/20-9-344.htm
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Overview of the Annual Data Collection Process

Schools and districts will file electronically by logging on to the OPI IRIS system with a secure
username and password. Passwords change annually, on July 1. The OPI mails new passwords to
the district authorized representative in June. The deadlines for ADC submission are listed within
the ADC, on the ADC web page: www.opi.mt.gov/adc and, in general, are the final weeks of
October.

Submitted data should reflect information as of the first Monday in October.

Teacher and Administrator certificates and professional licenses must be current as of December 1
of each school year in order to not adversely affect Quality Educator Payments or accreditation.

The district level and school level personnel data reported last year will be pre-filled on the data
entry forms. Any necessary changes and/or additions should be made and all required forms
completed.

When all data entry forms are complete, carefully review the Preliminary Accreditation Report, the
FTE Report and the Quality Educator Report. Finally, choose Submit from the data entry menu. The
program will validate data entry and list any omissions prior to submittal. Submission must be
completed from the School, the District and the County level before it is electronically submitted
to the OPI.

If a need for changes and/or additions arises after data have been submitted, contact the next
user level to make the changes. Schools would contact the district, districts would contact the
county superintendent, and county superintendents and coops would contact the OPI.

Every school should forward a calendar and master schedule to the district or county office.

0 District superintendents will review the electronic submission, calendars and master
schedules and forward a signed hardcopy of the Authorized Signatures and Checklist form
(one per district) to the county superintendent.

0 County superintendents will review the electronic submission, electronically submit all
County districts/schools, sign the Authorized Signatures and Checklist form and forward
the school calendars, master schedules and Authorized Signatures and Checklist to the OPI
by the due date.

Submittal is not complete until the data is electronically submitted to the OPIl and a signed
hardcopy of the Authorized Signatures and Checklist page as well as the master schedule(s) and

calendar(s) are forwarded to the OPI.

Special Education Cooperatives should refer to the Annual Data Collection Special Education
Cooperatives Overview for guidance in completing the collection.
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Summary of the Annual Data Collection with Responsibility Level
Form Name (electronic Description Responsibility
unless otherwise stated) Level
Accreditation Data Report regarding compliance with School
accreditation standards
Alternative Education Report alternative education programs to School
Programs serve at-risk students
Highly Qualified Teacher Report highly qualified teacher status for School
core content area assignments
Indian Education Report school and district efforts to School
implement the requirements of MCA 20-1-
501 and Indian student achievement
Pupil Instruction-Related Report the first/last day pupils attend school School
Days and pupil instruction-related days (PIR)
School Aggregate Hours Report school aggregate hours School
School Staff Assignments Report assignment of district/school School
personnel; Reference Appendix A for
assignment (job) codes
Submit Action to electronically review submitted School
data, provide a Preliminary Accreditation
Report, and mark the data "Submitted to
District"
District Staff Assignments Report assignment of district/school District
personnel; Reference Appendix A for
assignment (job) codes
Distance Learning Information about use and delivery of District
distance, online, and technology-delivered
learning
Dual Enrollment Report identifies districts that provide dual District
Opportunities enrollment/credit opportunities and gathers
information about these programs
Homeless Liaison This person coordinates services to ensure District
that homeless children and youth enroll in
school and have the opportunity to succeed
academically
Page 7 of 54
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Summary of the Annual Data Collection with Responsibility Level, continued
Form Name (electronic Description Responsibility
unless otherwise stated) Level
Personnel Recruitment Yearly survey on recruitment of personnel District
Report
Testing Coordinators This person is responsible for the successful District
communication, coordination, and execution
of spring CRT testing
Submit Action to electronically review submitted District
data, provide a Preliminary Accreditation
Report, and mark the data "Submitted to
County Superintendent"
Authorized Signatures and District Superintendents sign and forward to District
Checklist (Hardcopy, master | the County Superintendent
available in ADC, Reports)
School Calendar and School | Forward copies of School Calendar and District
Master Schedule (hardcopy) | School Master Schedule for all schools in
district to County Superintendent for
forwarding to the OPI
Submit Action to electronically review submitted County
data, provide a Preliminary Accreditation
Report, and mark the data "Submitted to
OP!"
School Calendar and School | Forward copies of School Calendar and County
Master Schedule (hardcopy) | School Master Schedule for all schools in
district(s) to the OPI
Authorized Signatures and County Superintendents sign and forward to County
Checklist (Hardcopy, master | the OPI, Accreditation Division
available in ADC, Reports)
Nonpublic School Enrollment | County Superintendents complete and County
(Hardcopy) return to the OPI, Measurement and
Accountability
Coop Authorized Signature and | Authorized signature and checklist to SE Coop
Checklist (Hardcopy, master confirm complete submittal
available in ADC, Reports)
Special Education Coop Staff | Assignment of special education cooperative SE Coop
Assignments (Electronic) personnel
Page 8 of 54
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Tips and Troubleshooting

ADC Resources and Contact Information
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Annual Data Collection web page (access to IRIS Login) .........ccu...... http://www.opi.mt.gov/ADC

Annual Data Collection Helpline
For Login Help choose
For Special Education inquiries choose
For all other inquiries choose

7/31/2012 12:34 PM

Colleen Hamer, Data Control Specialist
Accreditation Division

PO Box 202501

Helena MT 59620-2501

(406) 444-2410; Fax (406) 444-1373
chamer@mt.gov

For inquiries regarding Special Education:

Karen Crogan, Data and Accountability Specialist
Special Education Division

PO Box 202501

Helena MT 59620-2501

(406) 444-0685; Fax (406) 444-3924
kcrogan@mt.gov

(406) 444-4050
Option 1
Option 2
Option 3
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Preview, Save, Print Reports

When you have completed any of the forms you can click on the Preview Report button Blin the upper

right corner to view a report. Save any report as a PDF file on your computer’s C drive and print from
there, rather than trying to print from the OPI Citrix server. This provides you with a permanent electronic
copy of each report. See instructions in the next section. Close the report by clicking Close. Alternatively,
select the Reports menu button on the main menu and then choose the desired report from the list.

When the Print button is chosen at the top of any report, this window will open:

Print Message

The repart will be saved as a POF on your C: drive in & folder called OFI
Reports. Saving reports as PDF is faster and provides you with a
permanent electronic copy that you can print locally or email. These
reports are accessible by toggling your screen from IRIS to your explorer
window and opening the C:AOPI Reports folder.

The speed for saving to disk is a function of the speed of your roderm.
L6k modems are slower that DSL, Cable, T1, or Fiber internet
connections.

If you must print directly, select the Print button, atherwize press Ok
nove.

Prirt | Cancel

frmPrinttezzage

The best way to print reports is to choose OK - Save As PDF. This option creates a PDF of the report and
saves it to drive C: in a folder called OPI Reports. Save the file to the location of choice and print as
desired. This option provides you with a permanent electronic copy of the data, and is much quicker than
printing from the OPI Citrix server.

To print the report while logged in to IRIS, click on the Print button.

This option may be slower and will not provide a permanent electronic copy of reports. Some districts
may not be able to use this option, due to printer driver incompatibility.

To close the report without printing it, click Cancel and choose the Close button at the top of the report.

i
oo e D10 acERSS s If you see this message the first
hat aceess sho be alaned? time you try to print, choose

[ odoaen Full Access for question one
 Eullaccess and answer question two
Pk les however you prefer.
™ Always ask me once per connection
_— This gives the Citrix server the
right to create a folder on your
] C: drive called OPI Reports.

District users may print any one report for all the schools in the district at once:
e Login using district user name and password.

Page 10 of 54
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e Make sure that the main menu lists user level as District Level.

e Select the Reports menu

e Double-click the report desired.

e Choose Print at the top of the Preview pane.

e The option will print the district level report (if one exists) and one report for each school in the
district.

Change screen resolution and window size

Change screen resolution

Some users have had problems viewing full screens in the past. If a thin red line is not visible all around
the opening screen, the screen resolution or viewing window may need to be adjusted. To change the
resolution, right click on the desktop, choose Properties and select Settings. Move the slider bar under
“Screen Area” until a resolution of 800 x 600 (or larger) is displayed. Click OK. A prompt will appear to
accept the new settings in the “Display Settings” dialog box. The monitor will blank and display the new
settings under the “Monitor Settings” dialog box. If the OK button is not chosen at this point, the settings
will be returned to previous after 15 seconds. If the video settings appear acceptable, click OK and the
resolution will be reset.

Change window size

It may be necessary to increase the size of the ADC window(s) in order to see all the function buttons.
Increase or decrease the ADC window size by moving the mouse over one of the corners until it is a
double-headed arrow. Click and hold to drag the corner. This will only change the size of the current
window.

Undo Changes Without Saving or Escape from a “Frozen” Screen

If you change your mind about updates you have made to data before choosing the Save button or the
Exit button, use the Esc key. This key will return the form to its original (last saved) state. Then, continue
adding data or exit the form.

If the page is locked or if using the Esc key leads to an error message that cannot be cleared, choose
Ctrl+Alt+Delete and end the application. Log back into the application to continue.
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Getting Started

Hardware and software requirements
Windows
Operating System: Windows XP Pro SP3, Vista, or Windows 7 (32-bit and 64-bit)
PLEASE NOTE: OPI does not support Vista; Windows 7 support is limited!
Browsers: IE 6 will still work, but we recommend IE 8;
Citrix plug-in: Version 12 is the most current version. Do not install a new version unless you are having
problems logging in with the version you have previously installed.
Citrix Client requires installation by user with administrative privileges on workstation

Macintosh
Power Macintosh G4 or greater
Memory 8mb of Ram as required for a web browser
Operating System 10.5 (Leopard) or greater
Hard disk 40 GB hard drive
Citrix Client Citrix online plug-in for MAC Version 11.1
Browser Safari 2.x or greater; Firefox 2.x or greater

For more information on recommended computer hardware and software, visit the OPI Resources site at
http://opi.mt.gov/Resources/Index.html?gpm=1 8

Logging in through Citrix
Access to the Citrix login is through the OPl home page at www.opi.mt.gov. At the OPI home page, mouse
over the Reports & Data menu and select Citrix Login at the top of the dropdown list.

From this same Reports & Data Menu, you can go straight to the Annual Data Collection page and choose
the “Get Started” button there. Other resources regarding ADC are also available on this page.

‘ Home ‘ Programs ‘ Educator Licensure ‘ ‘ Curriculum & Assessment ‘ Resources ‘ Finance & Grants ‘

Home » Reports&Data » Reports and Data

DEADLINES:

Tuesday, October 18, 2011

Electronically submit ADC by Authorized Representative to County Superintendents. Mail hat
copies of Authorized Signatures and Checklist with signature, school calendar, and master
schedule to County Superintendents.

_ Tuesday, October 25, 2011:

Electronically submit ADC by County Superintendent to the OPI. Mail hard copies of Authoriz
Annual Data Collection Signatures and Checklist with signatures, school calendar, and master schedule to the
Accreditation Division, Office of Public Instruction, PO Box 202501, Helena MT, 59620-2501

@ GET STARTED! | &

@ QUALITY EDUCATOR REPORT |7

_ Annual Data Collection
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Both links will take you to this page.

User Manual

Citrix Login

Continue to the login page... Q LOGIN |

In order to enter the Office of Public Instruction's applications, you must first log into the State of Montana's
Citrix Access Gateway.

This requires a web application, which you can install by clicking on one of the following links. You will need
to have administrative rights on your computer to do the install.

Contact the OPI Help Desk at 406.444.0087 for further assistance.

If you have successfully installed the plugin within the last 6 months, you should not have to
reinstall - go directly to the login button.

WINDOWS USERS

Internet Explorer 8 or higher &:

» After clicking on the above link, click on the yellow-highlighted link on the following page.
+ When prompted, click the "Run” button.

s Once the install is complete, restart your browser so it will recognize the installed plugin.
« Return to this site and Click the Login button.

FireFox Users fr:

After clicking on the above link, click on the yellow-highlighted link on the following page.
You will be presented an option to to Save or Cancel the installer.

Click Save (it should save to your FireFox downloads directory).

Go under the Tools menu and open the Downloads folder.

Double-click the download titled "ICAWebWrapper.msi" and follow the install prompts.
Once the install is complete, restart your browser so it will recognize the installed plugin.
Return to this site and Click the Login button.

MACINTOSH USERS

Chrome, FireFox and Safari &:

s The above link will download and expand the Citrix plugin installer.

« Double-click the installer.

s Once the install is complete, restart your browser so it will recognize the installed plugin.
s Return to this site and Click the Login button.

If you have never used a Citrix application through our IRIS site before:

Click on the appropriate button on the Citrix Login screen (above).

This will give you a chance to download the Citrix client software. See instructions
on the next page.

If you already have the Client installed and updated, go directly to the LOGIN
button on the Citrix Login screen. You will be taken to the State of Montana Citrix
Access Gateway where you will be prompted for your user name and password.
You will also have another opportunity to install the most current Citrix client
software if you have not already done so.

If you have chosen to install the Citrix Client software, follow the instructions below. Installation of the
Citrix Client requires administrative privileges on your workstation. You may need to contact your IT staff.

7/31/2012 12:34 PM
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If you have already installed the client software and are ready to log in now, skip to the next page.
Macintosh users, clicking the link on the previous page launches the installer for you. Just double-click
once it is downloaded and follow the prompts.

State Information Technology Services Divisio

Directiv Plans & Reports | Technology in MT Procurement Resources | About SITSD

Questions and
Home » Technology in Montana » Citrix » Citrix Install Troub|e5h00tlng
Install Citrix Client B

FAQ document {Word)

The link below is to the DOA SITSD supported Citrix client. Users need to have  Citrix Access
this client installed to be able to access State of Montana Citrix applications.
This client is intended for the various versions of Microsoft Windows and Back to Citrix Login
Internet Explorer and integrates with Internet Explorer as an ActiveX plugin.

To successfully complete the installation, the person installing the client must

have administrative permissions on the computer. If you are connecting to this

web site via a dial-up connection, please download/save the file and install

the client from a location on your computer. If you have a high speed

connection, you may install the client directly from this link. For more details

regarding installation/reinstallation of the client (and other issues), please see

the FAQ file on the right colymp of this nage

J Windows 7 /XP/Vista/2003/2008 (CitrixOnlinePluginWeb.exe - 13.4 MB) -
Version 12.1.44, updated 6/13/2011
Other Citrix web clients: = T TTET Cperatng systems are

unsupported by DOA SITSD but can be downloaded at Citrix's web page.

Other Citrix installs (not common): A Java Citrix Client is also available. For
more information, please contact the SITSD Service Desk at (406) 444-2000
or 800-5628-4917 or email servicedesk@mt.gov.

For installation of Citrix client using Internet Explorer (most common) click on "Windows
7/XP/Vista/2003/2008" — click "Run" when prompted in the next box.

File Download - Security Warning 5[

Do you want to run or zave this file?

Mame:  ICAWekwrapper mai
Type: windowws Installer Package, ¥.540B
Fram: itsd.mt.gov

Save

patentially harm yaur computer. IF wou do nok trust the source, do not

|é] While files from the Internet can be useful, this file type can
2 run or gave this software. What's the rigk?

***An updated copy of Citrix download instructions is available at http://opi.mt.gov/adc.

When the installation is complete, you need to close and then re-open your web browser. Follow previous
instructions to return to the State of Montana Citrix Access Gateway, where you will be prompted for
your user name and password.

For questions regarding installation of the Citrix software, please call the OPI Help Desk at 406-444-4050,
option 1.
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CITRIX" Access Gateway”™ Log in using the User Name and

password provided to you by the
Office of Public Instruction
Wmicre mailed annually in June. If you

Please log on to continue.

cannot find your User Name and
SS password call the OPI Security

Officer at (406) 444-3448. A
replacement copy can be mailed

to the Authorized
Representative for the district.

CITRIX WEB INTERFACE

[Fr——
Applications \

Choose the Annual
Data Collection Button.

Selectview: |Icons x| &% Refresh
e ]
=

Active Directory Active Directory Users Annual Data Excel 2007 MtSims Production OFl Outlook 2007
Password Changer and Computers Collection
Production

OFl In_House Testing

The first time logging into the Citrix application, one or both of these boxes may appear.

ICA Client File Security x|

Select Full Access. The purpose of this
ﬁg‘:ﬂ;ﬁl&:‘pﬁ\;‘atlnn is bying to access pour / . . . . .
/ selection is to allow access to the Citrix client.
‘What access should be allowed?
) This also allows Citrix to create a folder on C:
(Bt drive and copy PDF files of reports to the
% Full Access
folder.

Do you want to be asked again?

Choose the appropriate choice from the
second question. Click OK.

Carcel

User Name [ 7]

. ’
et cattmme s e | Click OK. Don’t type
d anything in either

;mtia\s: I / field.
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Orffice of Public Instruction

0 PI Annual Data Collection Program

Tha Annusl Dista Collackan peodram providas & biosd pichi of Monana Schaols
though the collection of ronfiecal date.

Sereen Test Younced Juban of o ful N

User Manual

<
wou can not 5@ & thin, red ine all around this screen. reset your resoluion. You can «
¥ wze of the 9 : v the ADC manual for moee detailed
instructions. i neither of these solutans work. call the OF1 help desk.
Wolcome: Linds Gaednor (cpa01E)
User Level: Tost weer - can s ethors 41 stan up (TESTER)
-] <&
<

ot
far Octobar Bth, the sama day as the MAEF,
wmlininary Accradilation Rapor afier you submi

Read the section on Screen
Test; see the beginning of
this manual for further
instructions if needed.

Check the Tip of the Day for

updates.

Click Continue.

Select Your County, System, District, Coop or School

The Select Your County, System, District, Coop or School form opens next.

Select Your County, District, System, Coop or School

Step #1: Select a School or District Below. J
Step #2: Click on the Get Started button to work with your selection -
You can return to this screen at any time by pressing the Select button Get Started

Waorking with All Schools in the County.

School Year: IW[ Codes:
[%Cuunty: |Lewws & Clark j |25 j
System or Coop: ([ s and Coops) | I% |
Legal Entity: |AH Legal Entities J |% J
School: [ All Schools N

This screen shows you what selection options are currently set and are based on your
user id. You can modify any of the white fields. Selections here will determine what
forme and reports as well as data you can work with

frmSetGlobalDefauls

Select Your County, District

Step #1: Select a School or District Below:. \/
Step #2: Click on the Get Started buttan to work with your selection ->
You can return to this screen at any time by pressing the Select button. Get Started

Working at the District Level with District Wide Data.

School Year: lW[ Codes:

County: |Cascade j |D7' j
System or Coop: |Cascade Public Schoals = |[|EE‘[I =l
Legal Entity:  [Cascade H 5 = [pioz ]

School:

[Al'Schaols ol
This screen shows you what selection options are currently set and are based on your
user id. You can modify any of the white fields. Selections here will determine what

forms and reports as well as data you can work with

FrmsetGlobalbef aulks

Only active (white) fields are available. The grayed-out fields are inactive and not available to the user.
Based on User Name, different entities will be available for selection from the drop-down lists.

Select the county, district or school to work with by scrolling through the dropdown lists, or start typing
and the program will auto fill. If the User Level is for a school or a special education coop, only that school
or special education coop will be available from the dropdown list.

Note: The Select button El on a screen can be chosen wherever it appears in order to return to this

screen and check or modify the level.

When you have chosen the entity you wish to work with, click the Get Started button.

7/31/2012 12:34 PM
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Annual Data Collection Main Menu Window

See
instructions
on previous
page to select
the correct
entity.

Choose a task
here to see
the related
menu.

Annual Data Collection Main Menu

20112012 ]
b ICE"| Lewis & Clark (o 25) e I“

East Helena Elementary (S5 0615) Exit

East Helena Elem (LE 0492) Program
Radley Elementary School (SC 1465) School Level

Select a button an the left, then double click an option below
MAINTENANCE iI

READY FOR DATA ENTRY
| Ef Data Entry
1 - Setup Periods/FTE Names
f B |Reports
ENTERED AT SCHOOL LEVEL

- School Staff Assignments

Click ta
Select

Click to exit program.

This is your selected
User Level.

- School Aggregate Hours
- Accreditation Data

- PIR Days and School Start and End Dates

- alternative Education Programs

- Indian Education

- Highly Qualified Teacher

- Technalogy: Combuters and Connectivity Repart =
ntet School Specific Staff Information and

Mo m - oo 4 0§

Double click on a
menu item to begin
entering data.

«

frmSuitchBoard

Single click on a menu
item in the white box
to see its description
here.

The identity of the school, district, or coop is shown in the upper left hand corner of the Main Menu and
all other forms. The selections available are based on login access. For example, a district level user can
select to see information for the district as well as each school. Whatever choice the district level user had
made appears here. In the above example, a district level user is looking at the data for one school in the
district, hence the highlight on School Level. Pay attention to the highlighted User Level shown on the
Main Menu. Some menu items can only be completed at certain User Levels.

Choose an option from the buttons on the left side of the screen, Data Entry or Reports, these buttons
drive the menu. When either Data Entry or Reports are chosen, the associated menu items will appear in
the white screen. Single-click on any menu item to view that item's description below the white box.

To complete data input, choose the Data Entry button. Each time a form is completed, choose the Exit

button at the top right-hand corner of that screen, this returns to the Main Menu where another form or
Exit Program may be selected.

To preview, save or print a report, chose the Report button. Refer to section Tips and Troubleshooting for
guidance regarding reports.
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Data Entry

Items in the Data Entry menu may be completed in any order. All items must be completed before
submittal. As appropriate, type in responses or select from the dropdown lists. Move from field to field on
any screen by using the Tab key or the Enter key, or use mouse clicks. If a mistake is typed, use the Esc
key. The Esc key will undo the last change(s) and return the page to its previous saved state.

Maintenance

Set Up Period/FTE Names

FTE or full-time equivalent refers to the number of hours of work normally required in a full-time position.
An FTE Unit is a portion of a full-time position dedicated to a specific job assignment. For example, a full-
time principal would be assigned 1.000 FTE; a person who acts as school counselor for % of the day and
librarian % of the day, would be assigned 0.750 FTE for the school counselor job code and 0.250 FTE for
the librarian job code. For a departmentalized teaching staff (i.e., 7-8 schools, Middle Schools, and High
Schools), define a time unit for each period of the day. Create an FTE unit for P-1, P-2, P-3, etc. It is
required to collect grade low, grade high and student load for each course. A full-time high school English
teacher in a departmentalized setting, teaching multiple courses, may not be assigned 1.000 FTE as a
single FTE assignment. Multiple assignments, representing each course taught by that teacher, must be
input.

Period/FTE setup is rolled forward from the previous school year, it is not necessary to re-enter time units
each year. Carefully check each existing unit to make sure it is an accurate reflection of the current school
day. If not, modify the unit or create a new unit that accurately describes the time segment. If a
Period/FTE Name is associated with an assignment, it cannot be deleted.

Period/Fte Names for Organization

Bridger High School e | 2

FTE is the "full time equivalent” which is the number of hours of
waork normally required in a full-time position.

Period/FTE Name FTE

» 0.429
% 0.500 FTE 0.500

P-1 0.143

P-2 0.143

P-3 0.143

P-3 A 0.072

F3B 0.071

‘Wiark with Selection Add & Mew Period/FTE Delete Selection

frnFtellnit

Jid

To modify an existing time unit, select it and click Work with Selection, or double click on the time unit. To
add or delete FTE units, choose the appropriate button.
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Using the Naming Wizard to create Period/FTE Names

Period/fteMamenetad |
Dillon Middle School

Naming Wizard
Fallow the steps to creafe uniform names for your FTE units. From the choices, select
the 'Best' description for this particular unit.
Ay 2, )]
Select Percentage or Enter the days this period Select & Session Type:
Period. You will be meets. (in day oroer’, Yo will be prompted for
prompted for period exarmples: MTWRE = rmeets 2 session nurmber, (Except
nurnber. every day, TR = mests Tue fior yearlyy
and Thur, & = 4 days ety
EEE [ [y g

FTE or Period Description FTE

Save And Exit | Extt without Saving | Click Here to Calculste FTE |

frmFtellnitl pdate

Choose whether this time unit will be described as a Percentage or as a Period. District level, all day self-
contained classrooms, etc. are generally assigned with Percentage time units such as 1.0 (full-time), 0.50
(half-time). Departmentalized teaching assignments, e.g. a 7 period schedule are generally assigned with
Period time units such as .143 for one period that meets all year.

To create Percentage FTE time units:

Choose Percentage FTE, enter the decimal equivalent for this assignment in the FTE field, e.g. 1.00 for a
full-time, .50 for a half-time assignment. The wizard will fill the FTE or Period Description to match the
decimal entered and display it in the blue box.

Click on Save and Exit to return to the previous screen.

To create Period time units:

Choose Periods from the dropdown menu, a window will open; enter a number for the period, e.g. 4 for a
period 4 in a multiple period schedule. Click OK or press Enter.

Indicate which days of the week this period meets by typing in the initial letters for the days. Use R for
Thursday. For A and B days, type A or B. Press Tab or Enter.

Choose which term this period meets. Choosing Semester, Trimester, Quarter or Other will prompt a
window requesting input of a number for the term; generally, yearly is chosen. Click OK or press Enter.
The wizard will name the unit based on the input and display the name in the blue box at the bottom of
the screen.

In the white FTE box, enter the decimal equivalent for this period. For example, if the school day has 8
periods that meet daily all year, the decimal equivalent for each period would be 0.125. For a class that
meets daily for one semester, the decimal equivalent would be 0.063. For help in calculating FTE, click on
Click Here to Calculate FTE in the bottom right corner of the form.

Choose Save and Exit to save this FTE unit and return to the previous screen. To not save changes, select
Exit without Saving. The original data will be restored and the previous screen will be restored.
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Entered at School Level

School Staff Assignments

From the Main Menu, choose Data Entry, and then choose School Staff Assignments. If an entity other
than a school is currently selected, click on the Click to Select button in the upper left hand corner of the
Main Menu and choose the school. The first column of the Assignment Summary Screen (see below) lists
the level of the job assignment for each person.

Assignment Summary Screen

The Assignment Summary screen has been pre-filled with staff names from last year. This screen is where
tasks such as deleting staff no longer at this organization, adding new staff members and modifying the
assignments of continuing staff members are initiated.

acsionment sumeney £ Preview Assignment Summary Report
20092010 . i’
57| L ewis & Clark (CO 25) | B
cick 1o East Helena Elementary (SS 0615)
celct East Helena Elem (LE 0492) Yo of
East Valley Middle Schoal {SC 1720) G S (o O
School or District Hame Job Category Folio Person Sum Load Assign. Issues
1720 East Valley Middle School Building Admiristrative 1000 382 1 [ W h en one em p I Oye e |S ta kl n g over

|School 1720 East Valley Middle School Paraprofessional 1000 352
[School 1720 East Yalley Middle School Teacher 1000 167
[school 1720 East Valley Middle School Teacher 1.000 168
|School 1720 East Valley Middle School Teacher 1.000 166

5 e another’s assignments, you might save
o v s Setsienn =2 time by using the Transfer Assignments
o 7 e T - button. You will still need to update grade
mowa b levels and student counts for each class
oot o e e mm assignment. See next section for more

(=D Work ith Person | Ao Person | Delete Person | Transfer : ~t d eta | I S.

[School 1720 East Yalley Middle School Paraprofessional 1000 352
[school 1720 East Valley Middle School Other FTE 0330 382

\IHI\IHIHE

To delete the name and assignments of anyone
who is no longer with your organization:
e Select that person’s record
e Click the Delete Person button at the
bottom of the form.

Make any changes
to a continuing
staff person’s
assignments by

selecting that ; ;
erson agnd clickin For .dlrectlons on e You will be prompted to confirm your
Sh' button. S 8 adding a new person, decision to delete. Click Yes if you are
di ° tl.J on (:E refer to the Add I\!ew sure that is what you want or No to
Irections on the Staff section of this cancel the delete command
next page. )
manual. e There is no Undo for this procedure.

It’s possible to sort the list on the Assignment Summary screen by using the toolbar in the upper left-hand
corner of the screen, or by right clicking on a column or selected item. Tip: hover over each button to get
a description.

Sort in alphabetical

order based on %l Zl 4 4 » M
selected column.

Scroll through records
individually, or fast forward and
backward.
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Assignment by Person

User Manual

This window opens as a result of choosing Work with Person from the Assignment Summary Screen. Use

this screen to make additions, deletions and edits to a particular staff person’s assignments, as well as to

edit race, gender and license information.

This column indicates if the assignment is
available for update

Assig iment by Person

White, Non-Hispanic Male I ﬂ
Job Grade Grade Student
Edit? School or District Hame Code Description FIEUnit  FTE Low High Load
» School 1547 Capital High School MHOS Math PO 0143 8 12 18
Yes School 1597 Captal High School MHOS  Math P 0142 9 12 28
Yes School 1597 Captal High School SH  Stuely Hall P2 0143 8 12 24
Yes School 1597 Captal High School MHOS  Math 3 0143 11 12 18
¥es School 1597 Captal High School MHOS Math Pa 0143 8 9 28
Organization Mame: ICap\la\ High School (School 1547) |
FTE Unit: |P-0-0.143 FTE > | Ciick here to Setup Periods and Time Unts
Job Code: [MHO5 - Math -] Report Teaching Assignments by Period
- Additional Job Desnnetmn tiath 1
T This is an Al ire Education " This assi is a Dual Credit
Lowest Grade: [9 |
Highest Grade: |12 -
Student Load: |19

To update information for this person, click
here and make the necessary corrections.
Choose Save and Exit to return to the
Assignment by Person screen. If you change
your mind, choose Exit without Saving; this
button removes the name, gender and race,
but License Type and License Info must be

physically deleted or they will be saved.

M- Add Tugnmem Delete Mhsionment | upd*?arsnr\ | cancel §nuewnrk| B

FoliolD: [ 0

First Name: || Middle: | Last: |

Gender: lﬁ

Race: lﬁ

Additional Enter & partial name, dlick find ko narrow the list, Find | Reset

Qualifications: | Reset sets the list back to AL Licenses.
License Type License Info

al By

fimAssignmentPersonlpdate: Save AndExit | |Ext without Saving

See next

section for To delete an assignment for
details on the selected staff person,
adding select the record to be
and/or deleted and click here. You
editing staff will be prompted to
assignments. | confirm your decision. Click

OK to continue or Cancel.
There is no Undo to this
procedure.

Additional Qualifications fields are for use with
licensed staff and paraprofessionals. See the
Add a New Person Not Found in List section of
this manual for information on using these
fields.

Alternative Education and Dual Credit assighments

[ This assignment is an Alternative Education assignment

[ This assignment is a Dual Credit assignment

Depending on the job code selected, one or both of these checkboxes may appear for the individual
assignment. Check the box for each assighnment when appropriate. See the Glossary for definitions.

7/31/2012 12:34 PM
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Edit/Add Staff Assignments

User Manual

To edit an assignment for the selected staff person, double click the record to be edited. The details of the
selected assignment will fill in the bottom half of the screen. Make the necessary changes and then click
Save Work. To undo all changes made and return the record to its original form, click Cancel. To make
more changes/additions to this person’s assignments, double click on the next record to edit, or click Add

a New Assignment.

| White, Non Hispanic Famals 8 o
Jobs Goade Grade Student
Edin? Senool or District Hame Code Deseription FTEURA  FTE Low High Losd
¥es School OTEE  Alweeion Hon School PT Prep [ 0143 8 12
| Vou Sehoo] OTEE At High Schod FADE A ns 0143 "
‘s School UGS Aberion Hgh Schoot Fagt A w7 T 8 a2
Organization Name: [Alberion High School [Schoet 0768) Eal

FIE Unit [F5- I3 FIE g @ Chekhars i Setup pariods wid fma s |

Joh Code: [FA01 - An ~ Repon Teaching Assignments by Period

™ This assignment is a Dusl Credd a5

Aduitianal Job Description: |
™ Thes assignmen is an Altemative Education assignment

Step 1- Select the appropriate organization
for the assignment. You will only see the
organization(s) that you have the right to
edit.

Step 2- Select the appropriate FTE Unit from
the dropdown list. If you need to add or edit
your FTE Units at this stage, select Click here
to Setup Periods and Time Units.

Lowast Grade: [ -

Highest Grada: [12 -

Student Load [11

A Astigreert | Dot Assgnimet | \pdate Parson F I |
White, Hon Hispanic Female e |:|‘
Job Grede Grade Stutent

Flt? Eebuod ue il Harne Conde Muucrition FTEUnit  FIF Low High Losd

¥ Schond DTS Alwrion Schoo Fam ad D2S0FTE oMo H L] mn
| Ve ehool  OTRE  Akseriion Hgh Bk FADl Ast L] a1 o8 12 L]

ew School  OTER AbedonighScrod P Peep ns aid 8 a7

Urganization Name: Fz-n:an High Schaed [School UTEE) =

FTE Unit: [P-4 - 00125 FTE .[ ek e b S Prvicas and T Lt |

Repart Teaching Asslgnments by Perdad

™ This asssgnment s @ Dual Credit assgrment

Step 3- Select the appropriate Job Code from
the dropdown list, or type in the Job Code if
you know it. See Appendix A for further
exolanation of Job Codes.

Dbt et

J ] mewe] g

Assignment by Person

Step 4- Check appropriate boxes for
Alternative Education assignment or Dual
Credit assignment. See previous page.

Step 5- Fill in Additional Job Description,
Lowest Grade, Highest Grade, and Student
Load. For Coops, the grade level fields are
not enabled.

Whita, Hon Hispanic Fomala
dobs Grade Grade Student -
Lanz Sehood or Code FILWaR  FTE Low Mgh  Load
Ves School 0PG5 AReon MghSchodl Pl frep P4 o3 8 12
B| ¥es School O76S  Alberton Mgh Scrool FAN At Ps 0143 @ 1
Yes Sohool  OTEE  ARerton Mgh School FAN An =4 0443 12 12
Organization Name. [ARerton High School [School 0765) -
FTE Unit: [P5- 0,143 FIE ¥ Cick here to Setup Periods ana Tipfes |
Job Code: [ERIIRNENY = Boffn Teaching Assignments by Period
Addtional Job Description: [ /
™ This assagnmint i an Albrnathe Education assignment This assignmant is & Dual Credit assignmont
S 4/ /
Highust Grado: [12 -
Student Load. 11
| I | Cm!ﬁl mmkl -
-

Step 6- Click Save Work when you are
finished modifying or adding an assignment.
Click Cancel to undo the changes and return
the record to its original status.

7/31/2012 12:34 PM
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Special Education teachers with PK students

White, Non-Hispanic Female EL'
Job Grade Grade Student

Edit? Schaol or District Hame Code Description FTEUnit FTE Low High Load
Il TS School 0006 Mary Innes School 1000 PK K 20

SPO0 Special Ed Teacher - Mot Sal 1.000 FTE

Organization Marme ‘Mary Innes School (School 0006) -
FTE Unit |1 000 FTE - 1.000 FTE
Job Code: |SPEIEI - Special Ed Teacher - Not Sole Provider v
Additional Job Description

~  Click here to Setup Periods and Time Units

|Spema| Education Teacher

™ This assignment is an Alternative Education assignment
i - ? % -

What percent of this assignment is allotted to 3-5 year olds 10 <«

Lowest Grade:  [PK v
Highest Grade: [K w
Student Load:  [20

frmAssignmentPerson Add Assignment | Delete Assignment | Update Person | |

User Manual

For a Special Education

* teacher whose class

includes PK students, you
must indicate the percent

. of students in the class
! who are PK. Divide number
I of PK students by total

number of students in the

1 class.

Continue editing/adding assignments for this person using the buttons provided. When you have finished
saving changes to this person’s record, click the Exit button at the top of the form to return to the
Assignment Summary screen. From there you can chose to work with another person’s record or return to

the main menu.

NOTE: If the general job code [OT — Other (Instructional)] is used, an additional description of the job
duties must be included in the text field titled "Additional Job Description.”

7/31/2012 12:34 PM
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Transfer Assignments

Use this button on the Assignment Summary page to give a previous staff person’s assignments to a new
person without re-entering the assignments for the replacement person.

| 2007 08 5 3‘
l;’t Tetan (€0 30) Y I v
a5 Dunen/Brady KAZ Schooks (S5 1072)
ey Duttion/Brady K17 Schosds [LE 1235 o —
DunenBrady Elemantary (SC 1156 FIE Student So.of Sssign. Transfer Assignments
e, B .
| bt 118 Doty Bty Teacher PHT Adwes, Corcd & [T ' ) Use thiz screen to transfer assignments from one person to another. This feature allovws one to move
_fperea 1138 s M 2 8 0One PErson's assignments to anather person. All assignments for the selected person and schaol or EB'
F i ety T district are moved from the old person to the new
bow 1188 Dumr sty ety [T 1 ]
T 119 Doty aty By [ ] 2 (]
O R s W 8 @
Forco 1180 Dusorunudy mmariery 1o 2 ! 1 Move assignments from: |Ha|linan,\l\nl\iam J ‘
Jicrod 1155 Duoremdy Demeniery a0 17 1 [ ]
Boret 1138 Cusntirmy Desrtary o1 1 X
[ hiche 1158 Doy Bremariary oo w0 . tor | ‘
‘ Bood 1198 DuSondsdy Desentary oo 12 1
Fotedl 1156 Dusonesdy Bemariary L TR i L
R I e ——— 1o 13 ' s Tranzfer Assignmerts to Mewe Person |
[Tloea 1158 Dumintrmy Bty Teacter 0 Pt b e osn 8 ' o
ok Vol P s | Akt Perteny I Dot Persers | rarmter Assigremanis | = frmAssignmertTransfer
7 .
1. Select the former employee’s 2. Click Select a Person

name on the Assighment Summary
Screen and click Transfer

Assignments.

Find a Person
Use this screen to find certified or noncedified staff. If the staff member can not be found, plesse acdd ﬂ-" | :I

them as new. Check first. Do not add a staff member if they are alresdy present in the list. If you search
by S5M, enter SSM with no "

3. Use the search features
Search By [qo N G < described in Add Person to find
Foliold Harme Gondler Race the new employee name.

T2401 Gardner; doseph ©
T2080 Cardner; Kristila
68209 Gardner; Linca o
31989 Cardner, Linda
12929 Gardner; Linca Hay:
65561 Cardner, LUy Female
28350 Cardner; Maryio

Mlale

Female

: LI 4. Click Work with Person.
emale WHITE /

Female LIIHRCAATY

Work with Selected Person Add a Mewy Person Mot Found in List |

frmdzsignmentPersonFing LI

Use this screen to transfer assignments from one person to another . This feature allows one to mave 5 . Th at comman d ret urns yo u to

ﬂ!we person's assignments to ancther person. All assignments for the selected person and schoaol or &
district are moved from the old person to the new. th |S Scree n . Th e n eW pe rso nls
name appears in the to: field.

Move assignments from: - [Halinan, Wiliam J |

to [Gerener, Linda Kay .A'[ geici 3 Barson |
Iransfer Assignments to New Person | 6. Clle Transfer ASSIEn mentS tO
frmAssignment Transfer NeW Person
Confirmation Message
Complete the transfer of assignments? 7. Click Yes to continue or
) No to cancel the transfer.
fes | idn] |

The new person’s name will now be selected on the Assignment Summary page. Click Work with Person;
remember to update student loads, grades low and high, Alternative Education and Dual Credit
checkboxes as needed for each class assignment.
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Add New Staff

To add new staff to a school or district, while at that school or district level, choose Add Person. You will
see the below screen.

1' SearCh by Search for certified or non-cerified staff already in the system. If a person is not in this g+ TSy H
. list, choose Add a Mew Person. Check carefully before adding a name to the list. Enter H . . .
last name, folio S b ol o s ! SRR # i This list contains the
# Last Name : ifi

n.umber, SSNor | |7 eathame o | s names of a.II certified :
License number. © Social Sacurity Number = i educators in the state of :

. © License Mumber : :
Pick one. __Folio Name 7 Gewder Raee : Montana.

i Paraprofessionals and

2. Type in the last
name, folio number or
SSN you wish to sort by.
Then click Find. You will
get a list of matchesto s
your search criteria.

i non-certified special
education staff who
{ worked in a school last
i year are also in the list.

‘Work with Selzcted Person Add a Nevy Person Mot Found in Li

4. If the name you want is not on this

list, click here. Do NOT click here

3. When you find the name on the unless you are certain the name is not
list, select it and choose this button to || in the list. Check different spellings,
add assignments for that person. search by SSN, folio number, etc.

To search for a staff person in the list, use Last Name for non-certified staff and Folio Number for certified
staff. Choose either the Last Name or Folio Number radio button, type the name or folio number to match
in the is like field, and click Find to see a list of names that meet the criteria.

For example, to find John Doe when his folio or social security number is not known, choose the Last
Name option. Type ‘Doe’ and click the Find button. This will return a list of all individuals with the last
name of Doe. The list includes licensed and non certified people who have worked in a Montana school in
the past four years. Choose the appropriate one and click Work with Selected Person to begin entering
assignments. For certified staff, be sure to confirm it is the correct person by verifying the folio number.

Note: If you have a new staff member who taught at another Montana school last year, the
FTE from his/her previous assignment will still be attached to that person’s record until the
previous school district goes into this program and deletes it. You may get a message box

telling you the person is over 1.00 FTE and asking if you want to fix the problem. As long as

the person has 1.00 FTE or less at your school, you can ignore this warning. The issue will
be resolved when all the data entry for the state is complete.
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Add a New Person Not Found in List

Only choose this option if the person to add does not appear in the previous list and is not a certified
teacher/administrator. Folio numbers cannot be added on this screen. If the person has a folio number,
they should be in the list on the previous screen. Do not add a person here if he/she has a folio number or
will have. Remember, teacher/administration certification can be validated and folio numbers are
displayed at OPI, Licensure: http://www.opi.mt.qov/Cert/index.html#gpm1 8.

FoliolD: I 1}
First Name: | Middle: | Last: |
Gender: IFemaIe -
Race: IWhite, Man-Hispanic j
Additional Enter a partial name, click find ta narrow the list. Find Reset
Qualifications: Reset sets the lisk back ko ALL Licenses. _I I _I
License Type License Info
i =1 %]
Physical Therapist -
Speech-Language Pathologist
. Psychologist ing |
frmésssignmentPersenlpe 1.0 or more Years of Higher Ed
Associate Degree
Academic Assessment
Bachelor Degree

Licensed Professional Counselor

Adding Licensed Professionals and Highly Qualified Paraprofessionals
An additional step for licensed professionals (e.g. Speech-Language Pathologists, Nurses) and
Paraprofessionals is to input the license number and additional qualifications for the staff person.
Paraprofessional:
e Type name, gender and race
e Select the appropriate additional qualifications from the License Type drop down list. The OPI does
not require license information for accreditation purposes. However, the ESEA requires that
instructional paraprofessionals meet certain educational criteria, e.g., 2 or more years of higher
education, academic assessment, or associate degree.
Licensed professional:
e Select License Type
e Use the Find box to filter the names in the License Info dropdown list.
e Choose the name and license number from the License Info dropdown list which is in alphabetical
order by last name.
e The Gender and Race fields are populated with default values; update those fields.
e Some licensed professionals qualify for quality educator payments. In those cases, the license
number from the License Info dropdown list must be selected before the staff will be counted as
eligible.

When finished, click Save and Exit. The person’s name should now appear in the previous list. Select the
name from the list and choose Work with Person to add assignments for this person.

The Exit without Saving button removes the name, gender and race, but License Type and License Info
must be physically deleted or they will be saved even if Exit without Saving is chosen.
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Updating existing Licensed Professionals and Highly Qualified Paraprofessionals

For a person who was already on the list, but needs updated qualifications or a license number,
select Work With Person and then Update Person. This same box will open, but will be pre-filled
with the person's name and current information.

Follow the instructions above to locate the person's license number or other qualifications.

The name of the licensee from the license number registry will overwrite any name already
entered.

For further assistance with licensed professionals or paraprofessionals, call the OPI Help Line at (406) 444-
4050; option 3.

School Aggregate Hours

vk wnN

School Aggregate Hours
2010-2011
Mineral (CO 31) i} i

Alberton K-12 Schools (35 0687)
Alberton K-12 Schools (LE 0577)

Alberton High School (SC 0766)

| Schoal Alberton High Schoal

Minutes per day of pupil instruction. Do not include passing time, unstructured
recess, or lunch.

Full Days: 340 Partial Days: 240

Minutes per day of passing time.

Full Days: |— 20 Partial Days: 10

Days per year of pupil instruction.

Full Days: 175 Partial Days: 10

Calculated aggregate hours per year for meeting Accreditation Standards.

If the calculated figure is inaccurate, correct the figures in the above

fields, ar provide an explanation in the Notes Box.

Palicy Reference: Accreditation Standards Manual, Appendix D, School

Day, Week, Year, 1092.00

MCA 20-1-201

Motes: [Record any explanations here

frmQrganizations

Enter the number of minutes of pupil instruction time in a full day and the number of minutes in
an average partial day.

Enter the minutes per day of passing time for a full day and for an average partial day.

Enter the number of full days and partial days of pupil instruction for the school year.

Aggregate Hours per year are calculated and displayed in the blue box.

Use the Notes box for any additional information you would like to provide regarding your school’s
aggregate hours.

For further assistance with this form, call the OPI Help Line at (406) 444-4050; option 3.
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Accreditation Data

=0/

]| inerad | B : : .
ke E‘.;,‘.?.’.‘;.L‘E‘.E‘é.::....:sE.::'.].;run,, ElE Click on each tab to view the questions
- erton K- chools
7 Abaron 7 5C 1730 * on it, or click on Next at the bottom of
I & |g12|e2s |67 |Beo [BwaBi3 | ¢ [0 | / -
A lpmiousl%"nc:‘edforlthemon-znogl 9e:1nol yesr.hmt:wialiolsbe:r;colre:ledfw!hisschonl? ! -I the screen to move th rough the pages-
¥ no, provide the sxplanation or a plan of comection in the text box below. .
You must answer all the questions on
all pages of this form.
The questions on this form change from
year to year, so be sure to read
— carefully before answering.

There are nine page tabs for Accreditation Data. For each general question, respond with either Yes or No.
Type answers in the appropriate space or choose from the dropdown list. Each general question has
additional questions for further clarification. Type answers in the space provided or select the checkbox
when appropriate.

Do not include information about alternative education program sites when answering questions on Tab C
about off-site locations. Alternative education program information is collected on a separate form.

Move through the form by pressing the Tab key or clicking the Next button. To go to a specific page, click
on the page tabs located under your entity name.

Alternative Standards approved by BPE will be listed on Tab Il. The information is for display only, it
cannot be edited. Applications for Alternative Standards must be sent to the OPI for BPE approval. For
inquiries about Alternative Standards, please contact the Office of Public Instruction at (406) 444-4050
and select option 3.
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PIR Data and School Start and End Dates
I

I ﬁnﬂil:if:'::]co 31) EI il

cik 1o Alberton K-12 Schools (S5 0687)

ceiect  Alberton K-12 Schools (LE 0577)
. Alberton 78 (SC 1730) .
activity Cotlos T When you click on one of these
PD = Professional Development (18 howrs, in no less than 2-hour biocks) (ARM 10.55.714) 0 Glick for Motgg | . .
PT = Parent Teacher Conference (ARM 10651 01.1(c)) 0
RK = Recard Keeping (Total of & hours sllowable in no lss than 2-hour blocks) 0 Instructions b Utto ns’ a pop u p bOX Wi | I Y pen Wlth
50 = S Oientefion (Muist be held prior 1o student etendance and innoless then 2how biocks) 0| | g 1o Sop Examnle . .
y] Slokio See x| more information. To close the
Please provide the following inforration for the school year beginning July 1 for the year 2009-2010 . . . .
1. First day pupils attend school: [ ] pOpU p, Clle the EXlt button n |tS
2. Last day pupils attend schoal: I:| .
3 Does yaur district have a prafessional development committee? (ARM 10.55.714(3)) - upper rlght corner.
Date Activity Code PIR Activity Descrintion FIR Hours CD‘ICK 1{-' CE:\W‘EESIE PIR
- ays 1o all schools in
jl JI I 0 ﬁl the district

frmPIR.

Enter the first and last days of school for pupils.
Answer the professional development committee question.
Enter each PIR day/activity on a separate row.
Each PIR entry needs a date, an Activity Code (choose from the list), a brief description of the activity and
the number of PIR hours for that activity.
Example: 10/18/08 PD Speaker: Mainstreaming in Math classes 6
For two or more different Activity codes for the same date, enter each activity on a separate row.
Example: 08/25/10 SO New staff orientation 3
08/25/10 PD Planning for the new CRT 3

To remove a PIR day, select that date and click the red X at the end of the row.
It is possible to copy PIR data entered for one school to all the schools in a district. Enter the PIR dates for

one school in the district, and then select Click to copy these PIR days to all schools in the district. Click Yes
at the prompt; you will get a message box when the process is complete.

Viewing More Instructions or an Example

Click on one of the buttons to the right of the Activity Codes box to view instructions or an example on the
screen. Use the Exit button in the upper right corner to close the Instruction or Example box. For
questions about PIR reporting, call (406) 444-4050 and select option 3.
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Alternative Education Programs
=

20092010
I Mineral (CO 31) B | e
Cick 1o Alberton K-12 Schaols (SS 0687)
select  Alberton K-12 Schools (LE 0577)

Alberton 7.8 (SC 1730)

Questions 1-5 | Questions & - 7| Questions 8-12 |

Purpose: The purpose of this data collection is to identify which districts operate alternative education
programs to serve at-risk students and gather identifying information about these programs. For OPI
reporting an ali i i ion program is a “restructured” academic program to serve at-
risk : and of | within an lited public school.

1. Does your district operate an alternative education program to semve at-risk students?

2. Which choice below best describes where the students are served? INUI applicable

3. Do you modify graduation requirements (as provided in ARM 10.55.906 (3) & (4))
for the students served in this program?

4. Do you modify attendance requirerments for the students served in this program?
5. When reporting personnel assignments for the Annual Data Collection, do you use ARDT (At-Risk) N

personnel job codes ARDT (At-Risk) or OT (Other) to describe any of the personnel
warking in the altemative education program? OT (Other) Mo

o

H ] dde

FrmAEdPrograms

If the answer to question 1 is No, the rest of the questions will be hidden. Schools without alternative
education programs do not have to answer anything else on this page.

All twelve guestions must be answered for schools with alternative education programs.

Choose answers from the dropdown lists, when available.

Use the Tab or Enter keys to move through the fields, or use your mouse to select the next question or
tab.

Note: additional alternative education information is entered in the School Staff Assignments where any
assignment that is within an alternative education program must be checked “This assignment is an

Alternative Education assignment”.

For further assistance with this form, call the OPI Help Line at (406) 444-4050; option 3.
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Indian Education

The Indian Education Law, MCA 20-1-501 is reproduced on the first tab of this form. Use the Tab or Enter
keys to move through the fields, or click to select the next question or tab. Choose answers from the
dropdown lists, when available. If None is chosen for question D, all the other answers for that question

will be hidden or disabled.
For further assistance with this form, call the OPI Help Line at (406) 444-4050; option 3.

L=

= Indian Education

mozon
Lawis & Clark (C0 25) B |

‘Woll Creek Elementary (S5 DE18)
Woll Crek Eliemn (LE 0495)
‘Wolf Creek School (SC 0668)

Liw | Training and Professional Development | Knowledge | Corculim And Instruction | Meeds

Purpose: This annual report will provide the Office of Public Instruction with Informatlon on school and
district efforts to implement the requirements of MCA 201 501, Indian Education For All, and assist the
0Pl in planning for futurs staff and tachnical assi dalivary aptions across the state,
Each fall a summany of this repont will be made avallable on the 0PI website upon completion of the
Annual Data Colledtion submission and analysis oycle.

A Have your administratars roceived training regarding Indian Education for Allin I -

the past year?

B Has your instructional 5228 received Indian Education for All professional w

development in the past year?

Highly Qualified Teacher

This form collects Highly Qualified teacher (HQT) information for teachers with core academic
assignments for federal reporting purposes. The forms to assess HQT for each individual teacher are
required to be on file at the School/District office and should reflect every combination of each individual
teacher and his or her core academic assignment(s). The forms are available at:
http://www.opi.mt.gov/programs/Federal/Index.html?gpm=1 5

EE School Teacher Assignments for HOT Summary, Q@E\
| 2010200 |
Lewis & Clark (CO 25) [& i

Wolf Creek Elementary (S5 0618)
Wolf Creek Elem {LE 0495)
Wolf Creek School (SC 0668)

A. Is this teacher Highly Qualfied for this K Hickel, Nellene
2.

assignment?:
o : - ELO1 Elementary Self-contained {only)

B. Years of Experience in Core Academic Area

C. Please Indicate which Form{s) are on file at the School /District for this Teacher and this Core Assignment. (Choose at Least One)

™ HOUSSE (High Obective Unform State Standard for Evaluation) | Teacher with | or More Years of Experience Elementary (K-5)

r Teacher with 1 or Mare ‘Years of Experience, Secondary (9-12)

™ Teacher vith Less Than 1 Year of Experience
HOT Policy and Forms ] Save

) {Double Click record to Edit, you must answer the above questions for each
Summary of Core Teacher Assignments:  Combination of: Teacher/Core Assignment)

Experience earPlL

‘earOrLess
0

Teacher
Hickel, Nellzne

<

Percentage of Assignment Summaries marked Highly Qualified: 0%
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The white box will list all the teachers at each school in core content assignments. Double click on a
teacher record to allow data entry for that person and core content area. Answer questions A, B and C for
that teacher. Click the 'Save' button when done. Select the next teacher in the list and repeat the process
for all teachers.

For further assistance with this form, call the OPI Help Line at (406) 444-4050; option 3.

Entered at District Level
District Staff Assignments

Entering District Level or Special Education Staff Assignments

You must be logged in as a county or district and your User Level shown on the Main Menu must say
District Level. You should only enter staff with District Level Assignment Job Codes as shown on the job
code list. The first column of the Assignment Summary Screen lists the level of the job assignment for
each person.

For detailed instructions on entering assignments, refer to the section, School Staff Assignments.

For further assistance with this form, call the OPI Help Line at (406) 444-4050; choose option 3.

Entering Special Education Cooperative Personnel

Each cooperative must report all special education personnel employed and/or contracted to provide
special education services. Itinerant personnel must be marked with appropriate job codes. An itinerant
employee is one whose job requires working with or serving children in more than one school district and
requires travel. Each special education job code will specify itinerant or not. Example: There is a job code
for school psychologist — special education [SP24] and a job code for itinerant school psychologist [SP25].
Refer to the list of special education job codes for cooperative personnel.

For detailed instructions on entering assignments, refer to the section, School Staff Assignments.

For further assistance with entering special education personnel, call the OPI Help Line at (406) 444-4050;
choose option 2.

District Personnel Recruitment

For the 2012-2013 hiring cycle input how many openings in each subject area, support or administrative
area existed, and how difficult it was to fill those openings. If no openings existed for this school year,
check the box for "I have no Personnel Recruitment records to report."
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=
20092010

& Mineral (CO 31) & i
Cick o Alberton K-12 Schools (SS 0687)

select  Alberton K-12 Schools (LE 0577)
All Schools {SC %)

I” 1 have no Personnel Recruitment records to report. FTE of Yacancies Difficulty Filling:
Elementary I I j
Recruitment Subject Area:
Middle School I I j
High School I I j
¥acancy Summary: (Double Click record to Edit o to Set it up for Delste)
AREA [FTEElem [ElembDifFicult [FTEMS  [MsDifFicult
Elementary Education 3 Fossible ko Fil - Mediom qualifed sppiic, O
1l i

To enter detail regarding openings, select the appropriate subject area, support or administrative area.
Indicate how many FTE were vacant for each grade level (elementary, middle school or high school) and
how difficult it was to fill them at each level. Click Save. The record will then appear in the Vacancy
Summary section in the white box.

To edit or delete an existing record, double click it in the Vacancy Summary list. Click Delete to remove the
record, or make the changes and click Save; to cancel changes without saving, click Cancel.

For further assistance with this form, call the OPI Help Line at (406) 444-4050; option 3.

Indian Education for All District Level

This form is a survey designed to collect information about district use of IEFA and student achievement
gap funding. Select responses from the drop-down lists. Answering Not Applicable to questions D or E
causes all the other answers for that question to be hidden or disabled.

E= Indian Education For All District Survey,

elmwa e
55| L ewis & Clark (CO 25) | e

Ciick 1o WoIf Creek Elementary (SS 0613)

Select  WolIf Creek Elem (LE 0495)

All Schools (SC %)

Purpose: This annual report will provide the Office of Public Instruction with information on school and
district efforts to implement the requirements of MCA 20-1.501, Indian Education For All, and assist the

0Pl in planning for future staff develop and i i delivery options across the state.
Each fall a summary of this report will be made ilable on the OPI website upon pletion of the
Annual Data Collecti bmission and lysis cycle.

Indian Education for All District Level Survey

Policy and Training | Indian Education For All Funding | American Indian Student Achievement Funding

A Does your district have a board-approved policy about implementing Indian Education for All, |Nao v
per ARM 10.55.701(3)(n)?
BE. Have your school baard members received training regarding Indian o v
Education for All in the past year?
C. Please indicate the status of your district's plan for implementing Indian Education for Al
|I v
Hext

frml dianE dDistrict

For further assistance with this form, call the OPI Help Line at (406) 444-4050; option 3.

Page 33 of 54
7/31/2012 12:34 PM



Annual Data Collection User Manual

Distance Learning Report
E= Distance Learning E@@
20102011
@ Deer Lodge (CO 12) - il’

cick 1o Anaconda Public Schools (SS 0401)
Select Anaconda Elem (LE 0236)

All Schools (SC %)
s

N1} Questions 2 and 3 | Question 4 || Question 5 | Guestion &

Purpose: This annual report will provide the Office of Public Instruction with the necessary information
to meet the requirements of 10.55.907 ARM -- Distance, Online, and Technology Delivered Learning —
Revised September 2008.

1. Does the district utilize distance learning to fulfill elementary or middle school basic education v
program reguirements and/or high school graduation requirements as provided for in 10.55.907 ARM?

FrmDistancelearning

Administrative Rule of Montana pertaining to distance learning has been reproduced on the first tab for
reference. Five other tabs collect information about using and delivering distance learning.

Record your district’s utilization of distance learning in Question 1.

If the answer to question 1 is No, questions 2, 3, and 4 will be hidden.
If the answer to question 1 is Yes, complete the questions on the next two tabs.
Questions 2 and 3 are related to the facilitator.
Question 4 asks for provider information.
Question 4 instructions:
You will need to create a record for each provider you are using, and then list all the courses you are
receiving from that provider.
1. Fillin all the fields with provider information, tab through the fields and the record will be saved in
the first detail list box.
2. Double click any record in the detail list box to select that provider. The provider must be selected
in order to add course information.
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=] Distance Learning

2011-2012
IC57| Deer Lodge (Co 12)
Ciick 1o 2naconda Public Schools (35 0401)
select  Anaconda Elem (LE 0236)

All Schools {SC %)

ARM | Guestion 1| Questions 2and 3 @uestion 4 | question & | Question |

4. Praovide the fallawing infarmation for all providers the district is currently using.

Create one record for each provider or coordinating entity (including school districts). List all the
courses the district is receiving from that pravider or coordinating entity

City, State Zip: her city, other state, ather zip

Compary(Districk Mame: IE ComparryDistrict Phane: (333) 333-3333

CompanyDistrict Address: 123 state street Company District Email: 123@123.123

Iz this pravider or coordinating entity registered with the OP| - 10.55.907(5)(a-2)? I Mo 'I
Em.

Delete Record | Add Mew Record I /
/ﬂ

User Manual

Enter provider information
in the top section.

Detail will save to detail list
box.

Select a provider from the
detail list to display in top
boxes to either edit record
or add course info.

Double CompanyDistrict Address
Click ko o ot ather ci o
add M 2=l I_I_ I L=ls
e abe state street city, state, zip 4444444444
Course: =1
Grade Level: (Examples: 3, 4-7, K-12)
Humber of Students: Delete Record I Add New Record I J <
Course Grade Level(s) Mumber of Students
Couble >
Click <«
Course
to edit.
Hext |
frmDistancelearning

Create a record for each course received from the provider you have selected

Enter course information
for the selected provider.
Course info will save to
detail list box.

Double click to select a
course for editing if
necessary.

1. Fill in the Course name, Grade Level and Number of Students about each course.
2. Asyou tab through the fields, the course record will be saved to the second detail list box.
3. Double click any course record in the detail list box to edit if necessary.

Districts that are a distance learning provider to other school districts in Montana, should answer Yes to
Question 5 and then answer Question 6 by listing the schools being served and the course(s) being

provided to each school.

For further assistance with this form, call the OPI Help Line at (406) 444-4050; option 3.
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Testing Coordinators

20102011

ICZ7| beer Lodge (CO 12) B W
Cick 1o Anaconda Public Schools (S5 0401)

select Anaconda Elem (LE 0236)
All Schools (SC %)

Please enter the test coordinator for the district. This is the person responsible for the
ful tion, coordination, and

iministration of statewide testing.

Enter the delivery (physical) address where you would like the system test coordinator to
receive MontCAS materials. This form is prefilled with information we currently have on
file about your district testing coordinator. If the information is incorrect, make any
necessary changes. When the information is correct and complete, check the box at the
bottom indicating you have reviewed and confirmed the information.

| have reviewed and confirmed or corrected this information; T

First Mame | E-mail [damelli@=d10.org
Last Mame ‘ Phone (406) 563-6361
Title |

Fostal Mame |Anacnnda Fublic Schools
Delivery Address |dDD Ifain Street
City |Anacnnda

Mailing Address |4DD Main Street
City |Anaconda

State  |MT State [MT
Zip  [pE71I-

Ip  [pa7ii-

frrn T estCoordinatars

The form will be pre-filled with the information from the previous collection. If the information is

incorrect, make any necessary changes. When any corrections or changes have been made, check the box
indicating you have reviewed and confirmed the information. If you change your mind and don’t want to
save the changes you made, use the Esc key to return the form to its original state.

For further assistance with this form, call the OPI Help Line at (406) 444-4050; option 3.

Homeless Liaison

20102011

I’Z7| beer Lodge (€O 12) E ﬂ
Cick to Anaconda Public Schools (S5 0401)

select Anaconda Elem (LE 0236)
All Schools (SC %)

The District H less Liaison desig

1 by the Authorized Representative should be an
individual who is aware of his or her required duties, and is able to respond to questions or
problems related to homeless students or their families regarding education issues.

This form is prefilled with information we currently have on file about your homeless
liaison. If the information is incorrect, please make any necessary changes. When the

information is correct and complete, check the box at the bottom indicating that you have
reviewed and confirmed the information provided.

If this information needs to be updated during the year, you must contact Clare Bridge at
the OPI, 406) 444.0906.

I have reviewed and confirmed ar carrected this information: I~

First Mame ‘ E-mail ‘damellt@sdm.org
Last Mame ‘ Phaone (408) 563-6361
Title |

Fax (406) 663-6333

Address |11EIEI Iain Street
City |Anac0nda

State  |MT
Zip  [59710-
frHomelessLisizon
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The form will be pre-filled with the information previously collected. If the information is incorrect, make
any necessary changes. When the information is correct and complete, check the box indicating it has
been reviewed and confirmed. If you change your mind and don’t want to save the changes you made,
use the Esc key to return the form to its original state.

For further assistance with this form, call the OPI Help Line at (406) 444-4050; option 3.
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Dual Enroliment Opportunities

On each of the four tabs, check the box in front of any statement that is true. If True is not chosen for
question |, the checkboxes on the next three pages will be disabled and no information is required to be
input. If True is chosen for question I, answer the first question on each of the subsequent pages. If the
answer to any of those questions is true, you will need to check the appropriate boxes on each page.

20092010
257 Mineral (co 31) B[ e

Cick toAlberton K-12 Schools (SS 0687)
gelect  Alberton K12 Schools (LE 0577)

All Schools (SC %)

Dual Enroliment |Cn|\ege Cradit | Dual Cradit | Concurrent Enroliment

Purpose: The purpose of the data collection is to identify which districts provide dual enrollment opportunities and to
gather identifying information about these programs. Dual enrollment refers to oppaortunities for high school students to be
enrolled in high school and post-secondary courses at the same time. There are essentially three categories of such

opportunities:

+ College credit only — students receive college credit for courses taken from @ past-secondary institution but da not receive high school
credit, Students may or may not be taking these courses during the schaol day.

+ Dual eredit — students receive both college credit and high school eredit for courses taken from a post-secondary institution. Students
may or may not be taking these courses during the school day.

+ Concurrent enraliment —the district affers these courses during the school day and they are taught by district high school Faculty wha
have been approved by the post-secondary instibution to teach these college-level courses. Students receive buth high schodl and
college credit For the course completed.

M The district provides dual enrollment opportunities for high school students in the district. (check if true)

T Il. The district has board-approved policy governing dual enrollment opportunities. (check if trug)
NEXT

FrmadeDualEnrollment

frmAdcDualEnroliment : Form

2009-2010
= Mineral (CO 31) B |
ciick 1o Alberton K12 Schools (SS 0687)

select  Alberton K12 Schools (LE 0577)
All Schools (SC %)

Dual Enrollment - College Credit |Dua| Credit| Concurrent Enroliment |

¥ Il The district provides for "college credit only™ opportunities. (check if true)

™ The course(s) is offered through distance, online or technology assisted means.

" The course is taught at a post-secondary location

™ The course is taught at a district location.

™ The course is taught during the school day.

[ The district has an inter-local agreement with the postsecondary institutions invalved in providing these college credit only courses.
™ The student must pay all costs for tuition, fees, and materials needed for the course.

I The district assumes all or part of the costs for tuition fees, and materials needed for the course.

NEXT

FrmAdcDualEnrollment

Note: Additional dual enroliment information is collected in the School Staff Assignments form where any
assignment that is for dual credit must be checked as “This assignment is a Dual Credit assignment”.

For further assistance with this form, call the OPI Help Line at (406) 444-4050; option 3.

Last Step to Finish

Preliminary Accreditation Report
The Preliminary Accreditation Report is available at any time from either the Data Entry Menu or the
Reports Menu. This enables continuous feedback from electronic edits of possible accreditation
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deviations. Keep in mind that as updates take place (including input of enrollment figures into the AIM
system) the Preliminary Accreditation Report may change. It is a preliminary report. It is not final and
other issues may affect final accreditation status.

The Preliminary Accreditation Report should be reviewed carefully before Submit and any appropriate
changes should be made to data before Submit. This report is also automatically generated when
submission is completed.

FTE Report

The FTE Report is available from either the Data Entry Menu or the Reports Menu. This is an important
report to be reviewed before Submit. No other report displays total FTE by staff person and this is very
useful in the effort to make sure all Quality Educator payments are accurate. Review this report to verify:
e All staff listed are currently employed and all new staff are listed
e The total of all staff FTE is accurate; a full-time employee the should total 1.00 FTE, not more than
or less than 1.00 FTE

Quality Educator Payment Report

Note: this report (unlike other ADC reports) updates nightly; therefore, it should be reviewed at least a day
after any data entry of staff. The Quality Educator Report is available from the Data Entry Menu. In
addition to the Preliminary Accreditation Report and the FTE Report, this is another important report to
be reviewed before Submit. This report should be reviewed carefully to ascertain that all expected quality
educator payments are reflected. Make careful note of which section staff appear under, “Included in
Quality Educator Payment” or “Not Included in Quality Educator Payment” section(s).

Submit

The submittal process requires two steps. First, Preview Work Prior to Submittal and closely inspect the
preview report. The report will indicate if there are errors that require completion/correction. If so, leave
this screen, correct the omissions/errors, and choose Submit return to preview your work again. Once you
are certain of your work, submit it by clicking Submit.

. i 20092010
Step 1: Preview your | i 509

: Alberton K-12 Schools (SS 0687)
Click t
work. et Alberton K-12 Schools (LE 0577)
l = All Schools (SC %)

%

ubmitting district Alberton K-12 Schools to Mineral County.

No
Yes ‘ Preview Work Prior to Submittalél
Step 2: Submit / Subrmit Waork |
vour work. —

frrn5 Libirrik

Close form, correct all errors or omissions then preview work again.
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Once a user completes the Submit step, the ADC application restricts or inactivates the menu controls
that allow the user to further modify data. To change data after it has been submitted, the user must
contact the next level user.

School users can change only their own school records and submit to their district user.

District users can change their own school and district records and submit to the county superintendent.
County users can change school and district records for their counties, and submit to the OPI.

Special Education Coop users can change only their own special education coop records and submit to
the OPI.

Processing Status Data Can Be Modified By:
Ready for Data Entry All

Submitted to District Office District, County
Submitted to County Superintendent County

Submitted to the OPI OPI Staff

OPI Review OPI Staff

Ready for BPE Review ADC Administrators
Frozen ADC Administrators

At any time, a Preliminary Accreditation Report is available from the Reports menu. It lists some possible
deviations from the Montana Accreditation Standards based on the data entered.
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Reports Menu

Annual Data Collection Main Menu

20102011
ICZ"| Deer Lodge (CO 12) T
T G Anaconda Public Schools (55 0401) Exil
Zelect Anaconda Elem (LE 0236) District Level Program

All Schools (SC %)
READY FOR DATA ENTRY

7 lo £ Select a button on the left, then double click an option below
L) ity COMMON REPORTS ~
Select Reports | 1 - District suthorized Signature and Check List
. |'ﬁ Reports -2 - Preliminary Accreditation Report
from the task list
REFORTS FOR THE PRESENT YEAR
on the left. 3 - Organization Setup Report
4 - PIR Days and School Start and End Dates Data Report
P 5 - Accreditation Data Report
bl I k / 6 - District Personnel Data Entry Form
DOU e Click a ny 7 - School Personnel Data Entry Form
. . . g - District Personnel Recruitrment Report
item in the Wh Ite 9 - Alternative Education Proaram v
H Returns this preliminary accreditation repart anly after the
screen to view that data has been submitted
report.
frmawitchBoard

When data entry is complete, users may choose to print copies of each report for retention or to forward
to District office, and/or county superintendent. Do not send paper copies of the reports to the OPI. Users
may choose to save a copy of any report as a PDF by clicking on the Print button at the top of each form,
or choose any report from the Reports menu and save as a PDF at that time.

Double click on the report name to preview any listed report.
To print the report, click on the Print button at the top of the page to see this message:

Print Message

The report will be saved as a POF on your C: drive in a folder called OFI
Reports. Saving reports as POF is faster and provides you with a
perrnanent electronic copy that you can print locally or email. These
reports are accessible by toggling your screen fram IRIS to your explarer
window and opening the CAOP| Reports folder.

The speed for saving to disk is a function of the speed of your modem.
EE6K modems are slower that DSL, Cable, T1, or Fiber internet
connections.

If you rust print directly, select the Print button, otherwise press Ok
novy.

Ptint | Cancel |

frmPrintM eszage

The best way to print reports is to choose Ok - Save As PDF. This option creates a PDF of the report and
saves it to drive C: in a folder called OPI Reports. This option provides a permanent electronic copy data,
and it is much quicker than printing from the OPI Citrix server. Click Cancel and choose the Close button at
the top to close the report without printing it.
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To Exit the ADC

User Manual

To exit the Annual Data Collection program, the click on the Exit Program button at the top right of the

window, then click Yes_to confirm exit. This will properly close all windows and log off IRIS.

Annual Data Collection Main

2006-2007
Beaverhead (C 24t

Lima K-12 Scha

Lima K-12 Scho e

x|

£|

Exit
Program
I Level

click an option below

1 - Organization Setup
B | Reports

4 - accreditation Data

EMTERED AT SCHOOL LEVEL

SSEe Lima High Schc P | Do youwark ko exit the program now?
-/
Mo
B Data =iy ENTERED BY EVERYONE

5 - PIR Days and School Start and End Dates

6 - Disaggregated Enrollment

7 - High School Completer Count from Last Year

8 - Student Dropout Count from Last Year

9 - Limited Enalish Proficient Student Count =l
Enter Specific Staff Information and Assignments.

FrmSwitchBoard
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Glossary of Terms

Academic Program (Basic)
A set of educational offerings designed to provide students the opportunity to obtain the attitudes,
concepts, skills and knowledge to meet the academic standards set out in the accreditation rules. Refer
to ARM 10.55.901, 902 and 904.

e Elementary program — any combination of kindergarten, special education pre-school, or first

eight grades

e Middle school program — any combination of grades 4 through 8 approved by the Board of Public
Education

e Grades 7 and 8 — a program that encompasses grades 7 and 8 approved by the Board of Public
Education

e Junior High program — grades 7 through 9 approved by the Board of Public Education
e High School program — grades 9 through 12

Accreditation Standards

Standards of accreditation for all schools are adopted by the Board of Public Education upon
recommendation of the State Superintendent of Public Instruction. The standards of accreditation define
the conditions under which each elementary school, middle school, junior high school, and high school

operates.

The term refers to the body of administrative rule governing:
] Content and Performance Standards

] Program Area Standards

] General Provisions

. School Leadership

. Educational Opportunity

L Academic Requirements

. School Facilities and Records

. Student Assessment

Accreditation Status

An approval status determined by the Board of Public Education that indicates a school’s level of
compliance with the accreditation standards. The categories include: Regular accreditation, Regular
accreditation with note of minor deviations, Accreditation with advice, and Accreditation with deficiency.

Accredited Program
A basic academic program approved by the Board of Public Education as meeting the accreditation
requirements.

Administrator
A category of licensure (Class 3 Administrator) reserved for principal, superintendent or supervisor
endorsements.
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Aggregate Hours
Total hours of pupil instruction per school year. Pupil instruction does not include lunchtime or
unstructured recess.

20-1-301 MCA School fiscal year: (1) The school fiscal year begins on July 1 and ends on June 30. At least
the minimum aggregate hours defined in subsection (2) must be conducted during each school fiscal year,
except that 1,050 aggregate hours of pupil instruction for graduating seniors may be sufficient.

(2) The minimum aggregate hours required by grade are:

(a) 360 hours for a half-time kindergarten program or 720 hours for a full-time kindergarten program,
as provided in 20-7-117;

(b) 720 hours for grades 1 through 3; and

(c) 1,080 hours for grades 4 through 12.

(3) For any elementary or high school district that fails to provide for at least the minimum aggregate
hours, as listed in subsections (1) and (2), the superintendent of public instruction shall reduce the direct
state aid for the district for that school year by two times an hourly rate, as calculated by the office of
public instruction, for the aggregate hours missed.

Alternative Education Program
A "restructured" academic program to serve students and operated within an accredited public school.

Alternative Standard

An innovative program or modification that clearly meets or exceeds the accreditation standards. The
Board of Public Education must approve the alternative standard request prior to its implementation by
the school. Initial or renewal requests for alternative standard should be completed by March of each
year.

Assistant Administrator

To be eligible to be an assistant administrator, a person must hold both a bachelor’s degree and a current
Montana teaching license and (a) be enrolled in a planned program leading to an administrative or
supervisory endorsement with an accredited college or university, or (b) present evidence of enrollment
in an administrative or supervisory intern program approved by the Board of Public Education, or (c) hold
an appropriate administrative or supervisory endorsement. Assistant administrators lacking an
appropriate administrative or supervisory endorsement may observe and supervise but may not formally
evaluate licensed staff except as authorized by the Board of Public Education.

Board of Public Education

A constitutionally established board with the power to exercise general supervision over the public school
system. The board consists of seven members appointed by the Governor, and confirmed by the Senate,
to overlapping seven-year terms. The Governor, Commissioner of Higher Education, and the State
Superintendent of Public Instruction are ex-officio non-voting members of the Board of Public Education.

Building Administrator

A person who is a part of the school’s administrative or supervisory staff and holds a Class 3 license
denoting the appropriate level(s) and endorsement(s) that accurately reflect the person’s administrative
responsibility and/or assignment.
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Core Academic Subject

Under Section 9101 of the Elementary and Secondary Education Act (ESEA) of 2001 (NCLB), the term core
academic subjects means English, reading or language arts, mathematics, science, foreign languages,
civics and government, economics, arts, history, and geography.

Departmentalized

A division of a school that provides instruction in a particular subject area (e.g., music, health
enhancement). Departmentalized generally pertains to middle, 7-8, junior high, and high school
programs.

Deviation
A citation for not meeting a particular accreditation standard or school law.

Distance Learning
Distance, online, and technology-delivered learning programs and/or courses that fulfill elementary or
middle grades basic education programs and/or high school graduation requirements.

Dual Credit Assignment

This teaching assignment is either a dual credit or concurrent enrollment assignment (see definitions
below) that are taught by a teacher holding a Class 1, a Class 2, and/or a Class 8 license. Students will
receive both high school and college credit for this assignment.

Dual Enrollment
Dual Enrollment refers to opportunities for high school students to be enrolled in high school and post-
secondary courses at the same time. There are essentially three categories of such opportunities:

¢ College credit only — students receive college credit for courses taken from a post-secondary
institution but do not receive high school credit. Students may or may not be taking these courses
during the school day.

¢ Dual credit — students receive both college credit and high school credit for courses taken from a
postsecondary institution. Students may or may not be taking these courses during the school day.

e Concurrent enrollment — the district offers these courses during the school day and they are taught by
district high school faculty who have been approved by the post-secondary institution to teach these
college level courses. Students receive both high school and college credit for the course completed.
This faculty member must have either a valid K-12 or Class 8 license.

Educator License

Formerly Teaching Certificate. The license required for teachers and other educators to teach in the public
schools of that state. The license is issued by the State Superintendent of Public Instruction under the
provisions of 20-1-101, MCA, and the policies of the Board of Public Education. The classes of educator
licenses include Professional (Class 1), Standard (Class 2), Administrator (Class 3), Vocational (Class 4),
Provisional (Class 5), Specialist (Class 6), American Indian Language (Specialist) (Class 7), and Post
Secondary Faculty Dual Credit (Class 8). The Class 5 Provisional license may be a preliminary licensing
level for any of the renewable licenses.
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Endorsement

The official indication of the level and/or the appropriate area in which the license holder is authorized to
teach. Endorsements are approved by the Board of Public Education and are listed on the Educator
License (i.e., teaching certificate). Endorsements are based on the level of license held, except for the
following areas, which can be endorsed at the elementary, secondary, or K-12 levels: Art, English as a
Second Language, Guidance and Counseling, Physical Education & Health, Library, Reading, Music, and all
second languages. The special education endorsement can be placed on either an elementary or
secondary license and may cover grades Pre-K through 12 (P-12).

Experienced Teacher
A teacher with one or more years of teaching in a "core academic subject."

Facilitator

The individual assigned to monitor distance, online, and technology-delivered learning programs in
accordance with ARM 10.55.907. The facilitator may be a paraprofessional as long as there is a licensed
teacher providing the instruction (new assignment code PP04).

FTE
Full time equivalent

FTE Unit

An FTE Unit is a portion of a full-time position dedicated to a specific job assignment. The time unit
describes how each person’s workday is assigned by job assignment code. For an administrator, that
might be ‘fulltime’ or ‘half time.’ For a high school teacher, it might be ‘Period 1,” ‘Period 2,” ‘Period 3,
etc. For Special Education, it will reflect the portion of a day devoted to providing special education
services up to 1.0. See definition of "Sole Provider."

Folio Number
An identifying number given to an individual who has applied for licensure.

Highly Qualified

As defined in the federal Elementary and Secondary Education Act (ESEA) of 2001 (NCLB), this pertains to
any teacher teaching in a public elementary or secondary school who meets the following criteria: 1)
Bachelor Degree; 2) hold a valid teaching license (some exceptions apply); and 3) has demonstrated
content knowledge in each subject taught.

Homeless Liaison

In Title VII-B of the McKinney-Vento Homeless Assistance Act, the local, i.e., District, homeless liaison is
described as an individual who "serves as one of the primary contacts between homeless families and
school staff, district personnel, shelter workers, and other service providers. The liaison coordinates
services to ensure that homeless children and youth enroll in school and have the opportunity to succeed
academically."
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HOUSSE

High Objective Uniform State Standard of Evaluation process requiring public school administrators to
review credentials of elementary and secondary public school teachers who are not new to the
profession. Teachers who do not meet the ESEA requirement for HQ must fulfill the HOUSSE process.

Indian Education for All

Law passed by the 1999 Legislature (MCA 20-1-501) to ensure the implementation of Article X, section
1(2) of the Montana Constitution to recognize “the distinct and unique cultural heritage of American
Indians and is committed in its educational goals to the preservation of their cultural integrity.”

Job Code

A code that is used to complete the Staff Assignment report. The code indicates the specific
administrative role or teaching subject area to which a licensed staff person is assigned. Job code is often
referred to as assignment code.

Licensed Staff

Staff whose occupation or profession is regulated by an occupational or professional licensing board or
the Department of Labor (e.g., occupational therapists, speech/language pathologists, physical therapists,
speech aides). Note: Speech aides are registered under the Board of Speech/Language Pathologists and
Audiologists. The Department of Labor & Industry provides a lookup system for professional licensees.
You will need the person's occupation and name - http://www.dli.mt.gov/

Master Schedule
A school schedule which details course offerings and teachers' assignments by class period.

Maximum Class Size
The maximum number of pupils allowed per classroom. The Board of Public Education sets maximum

class sizes in administrative rule.

In single grade rooms, the maximum class sizes are:

] No more than 20 students in kindergarten and grades 1 and 2
J No more than 28 students in grades 3 and 4
] No more than 30 students in grades 5 through 12.

In multi-grade classrooms, the maximum class sizes are:

o No more than 20 students in grades K, 1, 2 and 3

o No more than 24 students in grades 4, 5 and 6

) No more than 26 students in grades 7 and 8

o Multi-grade classrooms that cross grade level boundaries (e.g., 3-4, 6-7) must use the maximum of

the lower grade.

Misassignment
A misassigned teacher is one teaching outside his/her endorsed teaching area(s) and/or level (Elementary
K-8 and Secondary 5-12).

Page 48 of 54
7/31/2012 12:34 PM



Annual Data Collection User Manual

Non-licensed
A teacher who either has no Montana license or has let his/her licensure lapse.

Off-Site Location

A classroom or set of classrooms, at a separate location from the main school site, where the accredited
school provides instruction on a regular basis to students who are enrolled in the district. (For the purpose
of Accreditation Data, this would not include alternative education programs.)

Overloaded Elementary Classroom
A classroom at either the K-6 or K-8 level that exceeds the maximum allowable number of students.

Paraprofessional - Instructional

School or district personnel whose positions are instructional in nature and who work under the
supervision of teachers or other professional practitioners who are responsible for:

a) The design, implementation, and assessment of learner progress, and

b) The evaluation of the effectiveness of learning programs and related services for children.

Instructional paraprofessionals include:

J Bilingual aides

) Computer aides

o Teaching/classroom aides

J Teaching assistants

o Tutors

J Distance Learning Facilitators
Period

A block of time during which a class is scheduled to meet.

Personnel Recruitment and Retention Report
An annual report on personnel recruiting and retention issues at the district level. The information will
help identify shortage areas and provide support data for efforts to address those shortages.

Preliminary Accreditation Report

This report is available throughout the ADC process. It should be reviewed as updates are made. It is a
very good indication of possible accreditation citations. Please contact the accreditation division with any
questions.

Pupil Instruction (PI) day

A school day when organized instruction is conducted with pupils under the supervision of a teacher. A
school day of pupil instruction must be at least 2 hours for kindergarten, at least 4 hours for grades 1-3,
and at least 6 hours for grades 4-12. The number of hours in a school day may be reduced at the
discretion of the trustees if the total number of pupil instruction hours in the school year is not less than
the minimum aggregate hours required by law.
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Pupil instruction-related (PIR) day

Those days of teacher activities devoted to improving the quality of instruction. The activities may include
but are not limited to in-service training, attending state meetings of teacher organizations, and
conducting parent conferences. Districts may receive funding for up to seven PIR days, but must schedule
at least three days (six hours of contact time per day in no less than two-hour increments) of staff
development for all professional staff. Other days of teacher activities contribute to the quality of
instruction, but may not be counted as professional development or in-service.

Race/Ethnicity
The general racial or ethnic category which most clearly reflects the individual’s recognition in his or her
community, or with which the individual most identifies.

American Indian/Alaskan Native—A person having origins in any of the original peoples of North and
South America (including Central America), and who maintains cultural identification through tribal
affiliation or community recognition.

Asian—a person having origins of any of the original peoples of the Far East, Southeast Asia, or the Indian
subcontinents. This area includes, for example, China, India, Japan, and Korea.

Black or African American (not Hispanic) — A person having origins in any of the black racial groups of
Africa.

Hispanic or Latino—A person who traces his or her origin or descent to Mexico, Puerto Rico, Cuba, Central
and South America, and other Spanish cultures, regardless of race.

Native Hawaiian or Pacific Islander—A person having origins in any of the original peoples of Hawaii or the
Pacific Islands. This area includes, for example, Guam, the Philippine Islands, Samoa and Tahiti.

White, Non-Hispanic—A person having origins in any of the original peoples of Europe, North Africa, or
the Middle East.

School
For accreditation purposes, school is an educational program offering designated by the local board of
trustees satisfying one of the categories listed below:

e Elementary school comprises the educational program of kindergarten, special education preschool
program, and the first eight grades or their equivalents.

e Seventh and eighth grade school comprises the basic education program for grades 7 and 8 that
have received prior approval from the Board of Public Education as a 7-8 grade school under the
provisions of state statute.

e Junior high school comprises the educational programs for grades 7 through 9, or their equivalents,
that have received prior approval from the Board of Public Education as a junior high school under
the provisions of state statute.
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e Middle school comprises the educational programs for grades 4 through 8, or any combination
thereof, which have received prior approval from the Board of Public Education as a middle school
under the provisions of state statute.

 High school comprises the educational programs for grades 10 through 12, or their equivalents, and
which are operated in conjunction with a junior high school or comprise the educational programs
for grades 9 through 12, or their equivalents.

School District
A government agency administratively responsible for providing public elementary and/or secondary
instruction or educational support services.

School System
The administrative unit of a district or combination of districts. In Montana, the types of school systems
include:

e Combined elementary and high school district is an elementary district and a high school district that
are combined for district administration purposes.

e County high school district is a four-year high school operated as an agency of county government and
established under the provisions of the acts of March 3, 1899, March 14, 1901, and any subsequent
amendments thereto.

¢ Independent elementary school district is a district organized for the purpose of providing public
education for all or any combination of grades kindergarten through eight.

Session

A period of time, expressed in number of days, during which a set of courses is offered in its entirety from
start to end. Typically, a school calendar includes semesters (two 90-day sessions), trimesters (three 30-
day sessions), or quarters (four 45-day sessions).

Sole Provider of Core Academic Instruction (Regular Ed)

¢ Elementary level: ateacher who is the exclusive instructional decision maker for student(s) in grades
PK-8.

e Secondary level: ateacher who is teaching a secondary level core academic class(es) without input
from another teacher who meets the federal HQ requirements in that core academic subject.
"Secondary level core academic class(es)" means any setting in which organized instruction of core
academic content is provided to one or more students who are receiving credit for class toward
graduation.

Sole Provider of Core Academic Instruction (Special Ed)

e Elementary level: a special education teacher who is the sole instructor to any student for 60% or
more of the school day in grades PK-8.

e Secondary level: ateacher who is teaching a secondary level core academic class(es) without input
from another teacher who meets the federal HQ requirements in that core academic subject.
"Secondary level core academic class(es)" means any setting in which organized instruction of core
academic content is provided to one or more students who are receiving credit for class toward
graduation.
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Special Education Cooperative

A full service education cooperative or joint board established under 20-7-451, MCA, to provide special
education services.

Special Education Itinerant Staff

Staff who work for or contract with a special education cooperative and whose job requires working with
or serving children in more than one school district, and requires travel.

Specialist

The Class 6 Specialist license is available for the non-teaching roles of the school psychologist and school
counselor. School counselors who have completed teacher preparation are qualified for the Guidance and
counseling K-12 endorsement on their teaching licenses. The school counselor specialist normally would
not qualify for a teaching license, nor have teaching experience.

Student Load
For purposes of Entering Staff Assignments, student load is the number of students in a given teacher’s
classroom.

Teacher

A person, except a district superintendent, who holds a valid Montana teacher certificate that has been
issued by the State Superintendent of Public Instruction under the provisions of this title and the policies
adopted by the board of public education and who is employed by a district as a member of its
instructional, supervisory, or administrative staff. This definition of a teacher includes a person for whom
an emergency authorization of employment has been issued under the provisions of 20-4-111. (20-1-101,
MCA)

Testing Coordinator
The district test coordinator is the person responsible for the successful communication, coordination,
materials distribution/return, training, and administration of statewide testing.
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Appendix A Assignment Code Reports

Annual Data Collection Staff Assignment Codes
- This list includes a table that shows how or where the codes are used for OPI reporting.

Job Assignment Codes with Definitions for 2012-2013 School Year
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